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Introduction

The University is committed to supporting and developing its staff to enable the achievement of institutional objectives and realisation of its staff’s potential not only in the early stages of their career but throughout their employment.

This is articulated in both the University value “provide quality learning and development for students and staff” and the Corporate Plan (2006-2010/11) key supporting objectives:

“to encourage all academic staff to undertake scholarly activity to support learning teaching and enhancement in their subject” and

“to ensure that staff engage on an on-going basis in appropriate career development and Continuing Professional Development (CPD) activities” 
based on a broad definition of CPD as being:

“any process or activity, planned or otherwise, that contributes to an increase in, or maintenance of knowledge, skills and personal qualities related to the person’s role”

The CPD definition above, not only supports the more traditional forms of development such as briefing sessions, workshops, seminars and conferences, but also supports more progressive forms of development such as coaching, mentoring, work shadowing, work-based projects, peer learning, secondment, self-directed learning and is applicable to staff at all stages of their career.

The Pro-Vice Chancellor for Teaching and Learning, in line with her responsibility for CPD within the institution, established a sub-committee for Continuing Professional Development in November 2006 with agreed Terms of Reference to:

1. consult and advise on the implications and implementation of the University’s professional development policy and associated accreditation frameworks

2. advise and make recommendations to the Teaching and Learning Committee on University policy in relation to CPD and to identify how they will impact on other related University policies and practices

3. guide the introduction and subsequent development of the online system for the support of CPD

4. monitor and report on progress towards meeting CPD corporate metrics

The Sub-Committee for Continuing Professional Development comprises representation from each of the staff constituencies within the University and is chaired by a Senior Academic.

In response to the first two Terms of Reference the Sub-Committee for Continuing Professional Development has developed a draft CPD Policy for all University of Ulster staff along with a draft CPD Code of Practice for Academic Staff. These will be presented to the Teaching and Learning Committee on 5 December 2007.

The Sub-Committee for Continuing Professional Development is currently developing a draft CPD Code of Practice for Support Staff which will be presented at the Teaching and Learning Committee in February 2008.

A Business Case for the future development and implementation of online and manual systems to support and record CPD activity within the University (Terms of Reference 3 & 4) will also be presented to the Teaching and Learning Committee in February 2008.    

Draft guiding principles underpinning the CPD Policy

1. Continuing Professional Development (CPD) is defined within UU as:

“any process or activity, planned or otherwise, that contributes to an increase in, or the maintenance of knowledge, skills and personal qualities related to the person’s role”

2. Appropriate CPD activities supported by the organisation will include:

· essential, where the development activity is either a requirement of legislation, condition of employment or compulsory for the role

· encouraged, where the development activity is explicitly linked to the achievement of agreed organisational objectives for which resources will be prioritised

3. Everyone employed by the University of Ulster will be encouraged to engage, on an ongoing basis in appropriate career development and continuing professional development activities to ensure professional standards are achieved and/or maintained in good standing and that staff are enabled to respond to change and challenges within the University

4. Where possible and reasonable, CPD activities will be designed to ensure that they are universally accessible, with regard to disability

5. CPD activity in terms of level of participation, quality of provision and learning outcomes will be reviewed and evaluated by the individual staff member and his/her Line Manager. 

6. All CPD activity ie, that delivered within the University and externally will be reported on an annual basis to the Pro-Vice-Chancellor (Teaching and Learning) and the Sub-Committee for Continuing Professional Development.
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Purpose

The University of Ulster seeks to create an environment that leads, develops and motivates all staff through processes of continuing personal and professional development consistent with the current and future needs of the University.

The intent of this CPD Policy is to outline the University of Ulster’s commitment to:

“ensuring that staff engage on an ongoing basis in appropriate career development and continuing professional development activities”

Aims of the CPD Policy:

1 to provide a framework within which decisions about continuing professional development may be made and supported

2 to define the responsibilities of individual staff members, managers and the organisation for either engaging in, or enabling others in personal and professional development

3 to identify and ensure the support for a range of development opportunities available for the continuing development of University of Ulster staff

1.0 
Scope of CPD Policy

Continuing Professional Development is defined within UU as:

“any process or activity, planned  or otherwise, that contributes to an increase in,   or the maintenance of knowledge, skills and personal qualities related to the  person’s role(s)” 
Staff includes everyone employed by the University of Ulster including targeted stakeholders (eg, external examiners, lay members of council) 

Appropriate development activities supported by the organisation will include those considered to be:

· essential where the development activity is:
(i) a requirement of legislation 

(ii) a condition of employment or

(iii) compulsory for a specific role

· encouraged where: 
(i) the activity enables

- 
Professional Enhancement (including expert knowledge, practice based development, management and leadership development)

- 
Personal Effectiveness

(ii) the development activity is considered a relevant and appropriate priority linked to achieving the work, aims and objectives of the University, school, department and/or individual career development

(ii) 
there are sufficient resources to facilitate the development activity                   including the provision of cover to ensure service delivery is not compromised.

2.0 CPD Responsibilities

2.1   
Individual members of staff are responsible for taking an active role in:  

· planning their personal development 

· undertaking the agreed development activities

· keeping records of their personal/professional development activities

· detailing the learning outcomes in their respective Developmental       Appraisal Reviews. 

2.2 Line Managers are primarily responsible for ensuring all staff members’ support and development needs are identified and responded to appropriately via:

· local induction

· interim and final probation period reviews

· informal and formal Developmental Appraisal Reviews

2.3   
Line Managers will be required to complete an annual CPD Activity Report for submission to his/her Dean/Director who will collate an annual Faculty/ Department CPD Activity Report via the Head of Staff Development for submission to the CPD sub-committee and ultimately to the Teaching and Learning Committee.

The purpose of the annual CPD Activity Report is to monitor and evaluate commitment to, and the effectiveness of, the CPD policy and procedures.

Records of external CPD activities arranged and funded locally are the responsibility of the relevant faculty or department.

2.4 The Staff Development Unit will advise and assist where required:

· individual members of staff

· managers

· other internal providers of CPD activities eg, Human Resources,   Student Support Services, Careers, Equality, Finance, Governance and Planning and Faculty Staff 

Staff Development will facilitate a comprehensive range of in-house learning and development opportunities aligned to the University’s strategies and prioritised CPD objectives.

Staff Development will be responsible for maintaining records of all         centrally-provided CPD activities.

2.5 Internal providers of CPD activities and managers have a joint responsibility for ensuring that staff are kept informed about the learning and development opportunities open to them.

Internal providers of CPD activities will be responsible for maintaining Attendance Records and submitting these to the Staff Development Unit for annual monitoring and reporting.

3.0  
CPD support available and how to access this support

3.1   The University will commit support (time and/or funding) for all approved,        internally provided or co-ordinated essential and those encouraged CPD activities that are prioritised and aligned to central core needs/organisational objectives. 

Funding for approved CPD activities may be provided from one of the        following sources:

· directly via Line Manager’s recurrent budget

· indirectly via internal UU providers and/or external providers contracted by Staff Development

· generation of additional funding via internal and external consultancy/ facilitation fees

· personal

Essential and encouraged CPD will usually take place during work time with cover arranged by the Line Manager where necessary.

Where possible and reasonable, delivery of CPD activities will be flexible          to accommodate staff contracted to work out of office hours.

If part-time staff are required to participate in CPD activities outside their         contractual hours they will normally be able to agree either time-in-lieu or         payment for the additional hours.

Staff employed in either temporary or fixed-term contracts will be required to participate in the essential CPD activities deemed necessary for their role.

Some CPD activities, especially award-bearing courses, may involve attendance and study in the individual staff member’s own time, during evenings or at weekends.  

The University may also support CPD that individuals wish to undertake out of personal preference, however the Line Manager needs to assess such applications using the following criteria:

· the proposed CPD activity is relevant or adds value to the individual’s performance and/or career development

· the amount of CPD is reasonable for any one member of staff to undertake within a given period

· the school/department can provide adequate staff cover 

Where a member of staff covers (with no additional payment) the work of someone undertaking a CPD activity, managers will need to ensure that, as far as possible, arrangements are perceived as equitable by all concerned.

Support for staff wishing to undertake UU or other FE/HE institutions’ award-bearing courses on a part-time basis will need to be approved by his/her Line Manager. 
Arrangements for all centrally funded CPD activities are dependent on the funding available.

Staff members have the right to appeal CPD applications not supported by their Line Managers. Appeals should be made to the Line Manager of the complainant’s Line Manager who may request advice from the Sub-Committee for Continuing Professional Development via the secretary of the Sub-Committee.

3.2 The Head of School or Department may commit support (time and/or      funding) for prioritised, externally provided and encouraged CPD activities aligned to local specific needs.

Schools/Departments may fund and/or cover:

· prioritised external courses

· conferences

· leaves of absence/sabbaticals

The Head of School or Department will need to satisfy at least one or more of the following criteria to authorise support for attendance at conferences (funding, leave of absence and expenses):

· the individual staff member attending is presenting a paper relevant to the University’s needs

· the substance of the conference is concerned with new developments either within higher education or within the respective individual staff member’s professional area

· where there is a specific CPD opportunity and/or networking value for the individual staff member

It is recommended that the individual staff member commit to submitting a brief summary and evaluation report of the conference to his/her Line Manager.

3.3    Access to formal internally provided CPD activities will be via an application         form and for formal externally provided CPD activities via a prior approval         request completed by the individual staff member and approved by his/her         Line Manager. 

3.4    
The range of learning and development opportunities may be:

(i) Work-based 

· shadowing

· delegation

· coaching 

· mentoring

· peer learning

· role enlargement

· active membership of Committees, Working Groups, Projects 

· school, department, team Development Away Days

· internal and external consultancy

· self-directed and online learning

(ii) Internally facilitated by Staff Development and/or internal providers

 (iii)     Externally provided

· active membership of professional networks

· attendance at a conference

· secondment

· external courses/programmes

· distance/online learning 

4.0   
CPD Policy Review

4.1 This policy is subject to agreement by the Teaching and Learning Committee and Senate. The policy will be formally reviewed by the Sub-Committee for Continuing Professional Development every three years. 
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